
Nebraska Income Tax 
Withholding Return,  

Form 941N  
 

Electronic Filing System Demo 

These PowerPoint slides demonstrate how to 

e-file Form 941N using NebFile for Business. 



• Access the 941N Electronic Filing System 
 

• Selecting a Return to File; Viewing and Printing Previously 

Filed Returns; and Using the Transaction History 
 

• Business Information 
 

• Form 941N Entry Screen 
 

• Balance, Line 6  
 

• Missing Payments 
 

• Electronic Funds Withdrawal (EFW) Payment 
 

• Other Payment Methods 
 

• Making Changes to the Return 
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Start at the Department’s home page, revenue.nebraska.gov.  

Under “Online Services, For Businesses,” click on the “File Your Return” button. 
   

Note: If you need assistance, contact the Department at 

800-742-7474 (NE or IA) or 402-471-5729. 3 

Index 

http://www.revenue.nebraska.gov/


Click on the “Income Tax Withholding” button. 
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Click on the “File Form 941N” button. 
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Note: If you have printed the Form 941N from this system, which only 

shows seven lines, the PIN is located below line 7 on the form. 

• Enter your Nebraska income tax withholding ID number as your “User ID.” 
 

• Enter your “PIN” shown below line 13 of your paper Nebraska Income Tax 

Withholding Return, Form 941N (see next screen for example of the location 

of User ID and PIN on the paper return). 
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Nebraska ID Number 

PIN 

Note: If you do not have a copy of a return and do not know your PIN, 

contact the Department for assistance.  7 
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http://www.revenue.nebraska.gov/contact.html


Once you have entered your User ID and PIN, click on the 

“Login now” button. 8 
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• The “My Apps” screen will display income tax withholding applications.  

Once you choose an application, returns available to electronically file 

using the NebFile for Business system will be displayed.  
 

• This program contains help screens with additional information. Click on 

the “     ” icon to access a help screen.   
 

• To close the help screen, click on the red “X” in the upper right corner of 

the help box. 9 
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To begin filing, click on “File a Form 941N.” 
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• Select a tax return to complete and file. If needing to file a return for an older 

tax period, click on the arrow on the right side of the “Select a Return to File” 

box on this page.  

This screen is called the “Tax Period” page. 
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Click this arrow to see what 
returns are available to file. 
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• The most current return will be the one displayed at the top of the list. 
 

• Any current or delinquent return that has not been filed or processed 

is available. 
 

• Highlight the return you want to file. 
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• Verify that the return you want to file is showing in the “Select a 

Return to File” box. 
 

• The current period return will continue to display until the due date, 

even after it is filed.   
 

• Only original returns can be filed using this system. If you need to 

file an amended return, you must file it by paper.  
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Note: For additional information, see Closing 

Your Business in Nebraska on our website. 

• You can cancel your Nebraska ID number. Check the box if your business has 

permanently closed, been sold to a new owner, or you will no longer 

have employees.  
 

o Only click this box on the final return that you file for the business.  
 

o You must complete and file a return in order for this information to be transmitted to 

the Department. 
  

o New owners must apply for and receive their own Nebraska Income Tax Withholding 

State ID number. 
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• Use “View, Print and Save Filed Returns” to view or print previously filed 

returns. Each return shows whether it was filed by paper or electronically. 
 

• In the above example, 2015 returns for March, June, and September are 

available to view, print, and save. All of the returns for 2015 were filed by paper.   
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• A transaction summary for the account is available under the  

“View Transaction History” section. 
 

• Use the arrow to select which year you wish to view. 

Click this arrow to see what 
years are available to view. 
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• Transaction history will be available beginning with tax year 2015 

and going forward. 
 

• Click on  “2015 – click to see detail” to view the transactions. 
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This brings up the “Transaction Summary” screen. 
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• This example shows the “Transaction Summary” for 2015. 
 

• The columns show dates the returns were received, tax due, penalty 

charged, interest charged, payments made on the account, and a balance. 
 

• The last column, “Type of Transaction,” has a description of each of the 

individual transactions.  
 

• To return to the previous page, use either of two “Back” buttons. 
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• As you go through the filing process, use the “Save/Next” button to move 

forward in the filing and to save the information you have entered. 
 

• Use the “Back” button to go back to the previous screen. 
 

• Now that the correct return has been selected, click on the “Save/Next” box. 
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This screen is the “Business Information” page. 
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• The “Preparer or Firm Preparing This Return” section is required. 
 

• Any field with a “*” is a required field. 

Required 

fields 
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• If you leave the box checked, an email reminder will be sent to you 

on the day specified for any tax returns not filed. 
 

• You can change the day if you prefer to be notified on a different day. 
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• The “Location Name and Address” can be viewed from this screen. 
 

• If the location information is not correct and needs to be updated, complete 

a Nebraska Change Request, Form 22, and either fax or mail the form to 

the Department. 
 

24 

Index 

http://www.revenue.nebraska.gov/tax/current/fill-in/f_22.pdf


• Use “Click here to change mailing information” to update the 

mailing information. The return must be completed and submitted 

to update your mailing address. 
 

• A change of mailing name or address completed on this page will 

only update the income tax withholding program.  25 
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• Once you have verified all the information on this screen, click on the 

“Save/Next” button. 
 

• There is also a “Save” button which will verify you have entered all 

required information properly and will save the data you entered. 
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This screen is the “941N – Income Tax Withholding” page. 
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• The online version of the form has been condensed to 7 lines rather 

than the current 13 lines on the paper return.   
 

• Both the online and paper forms provide the necessary information 

to the Department. 
 

• The next slide shows the line differences between the paper and 

online form. 
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Line 5 of the paper form, 

used to claim Nebraska 

incentive withholding 

credits, is now line 4 of  

the online form. 
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Lines 1, 2, and 3 are the 

same as the paper form. 

Lines 7,8,10,11, and 12 

are combined on line 6 

of the online form. These 

lines would have either 

been completed when 

you received your paper  

form, or manually  

entered when balancing. 

Line 13 of the paper  

form is now line 7 of  

the online form.   

Lines 4 and 6 and 9 on  

the paper form, and  

line 5 on the online form  

are subtotals.  



Note: On the first quarter return, do not use 

line 3 to make an adjustment. 

Instructions for completing the 941N - Income Tax Withholding screen: 
  

• Complete lines 1, 2, and 3 the same as you would have completed the paper 

version of the Form 941N. 
 

• Do not adjust withholding for any previous year or report any payments on line 3. 
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• If you have any Nebraska incentive withholding credits, enter them on line 4. 
 

• Line 5 will automatically calculate based on your entries on lines 1 through 4. 
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• Line 6 shows the balance on the account which may include:  
 

o previous amounts owed or overpaid; 
 

o penalty and interest computed; 
 

o monthly deposits or payments credited; and 
 

o any other adjustments to the account. 
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• If the balance on line 6 does not match your records, click on “Balance 

(click here to see a summary),” to see individual transactions. 
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34 

This brings up the “Transaction Summary” screen. 
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• This page shows details contained on “Line 6 – Balance Detail.” 
 

• If you review the transactions on this page and realize that a payment you 

recently made is not showing, you can add it by clicking  “Click here if a 

payment made is not showing.” 
 

• Payments made within the last week may not appear on the “Transaction 

Summary.” If it has been longer than one week since you made your  

payment, and you believe it should be showing, please contact the Department. 
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• For this example, when you did your payroll last week, you sent an income tax 

withholding payment to the Department at the same time. This payment has 

not yet posted to your account.  
 

• Since this payment has not yet posted to your account, the system will allow 

you to enter the payment as a missing payment. Entry of a missing payment in 

this system is temporary and does not create an actual payment. The 

record of the missing payments will be removed each night. 
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• To add the payment, click on, “Click here if a payment made is 

not showing.” 
 

• If there are payments you made for payrolls that have not yet 

been recorded on the previous screen, they can be entered on 

the missing payments screen. 
 

• Entering the payments made will allow you to show the correct 

balance or credit on the tax return. 
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Note: The amounts entered on the “941N - Missing Payments” 

screen are temporary. The system will be updated each business 

day to reflect actual payments processed as of that date. 

This screen is the “941N - Missing Payments” page. 
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• Amounts entered can either be positive or negative. 
 

• Remember, these are only temporary to assist you with balancing. 
 

• Entering a payment on this screen will not initiate a payment. 
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• To add a payment (continued): 
 

o Click on the small calendar next to the first light yellow box. 
 

o Select the date the payment was made. 
 

o Use the arrows to navigate from month to month. 

 
 

Small Calendar 

Navigation arrows to change to 

a different month 

40 

Index 



• To add a payment: 
 

o Enter the dollar amount of the payment in the light yellow box on the right side. 
 

o Click on the “   ” to add the payment.  

 
 

Enter the dollar amount of the payment 

Click on the “    ” to add the payment 
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Note: To remove a payment that you added, click on the “    ” button.  

• In the example above, we entered a payment for $1,000.00 that we 

made on February 1, 2016, which hasn’t posted to our account yet. 
 

• To return to the “Transaction Summary,” click on the “Return to 

Summary” button. 
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• Now, the $1,000.00 missing payment is shown.  
 

• This transaction will remain in the system unless you manually remove 

the $1,000.00 using the “    ” function shown on the previous slide, or 

the transaction drops off of the account overnight. 
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• The $1,000.00 missing payment is now showing on line 6.  
  

• The total amount due is shown on line 7. The amount due has been reduced 

by the $1,000.00 entered on the “941N - Missing Payments” screen. 
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• Review the line entries to ensure they are correct. 
  

• At the bottom of the page, you have the option to “Print this Form.” 
 

• The form has not yet been submitted, so the reference number will 

not yet appear in the upper right corner of the form. 
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This will bring up the PDF of  the return. 
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• The missing payment that was entered earlier is in a comment below line 7. 
 

• The “Reference No.” and other filing information is blank as this form has not 

been submitted to the Department at this point. 
 

• Close the PDF window when you are ready to continue filing. 
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Click on the “Save/Next” button. 
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• If you have a balance due, the next screen is the “Schedule 

Payment/Electronic Funds Withdrawal (EFW)” screen. 
 

• This screen will not appear if you do not have a payment due. 
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• You can schedule a payment while filing your return. This type 

of payment is called an EFW payment. 
 

• After we review how to schedule an EFW payment, we will 

discuss other payment methods available. 50 
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• The “Scheduled Payment Amount” will be prepopulated with the 

amount that is showing as due on the 941N page. 
 

• The amount can be changed by clicking in the box and typing the 

new amount. 
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• The “Scheduled Payment Date” will be prepopulated with the current date. 
 

• To change the date, click on the small calendar located to the right of the 

“Scheduled Payment Date” box. Use the arrows at the top of the calendar 

to navigate if you need to select a different month or year. 
 

• Once you have the correct month and year, click on the day you want your 

payment to be scheduled. 52 
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• Next, enter your bank routing number. The routing number is always 9 digits long. 
 

• If you are unsure of the routing number location on your check, click on the image 

of a check located next to Routing Number. A sample check for both a business 

and a personal account will be shown. 
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• Complete the “Account Number” and “Retype Account Number.” 
 

• Choose whether the account is a “Checking” or a “Savings” account. 
 

• Choose whether the account is a “Consumer” or “Business” account. 

Use a bank located inside the 
United States. At this time, 
banks from outside the United 
States are not  accepted.   
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Note: If you use NebFile for Business for other tax programs, 

the debit fraud filter is the same for all business programs. 
The Company ID is blacked out on this screen, but will be 

visible on the screen when you are in the actual filing system. 

Important: If you have a Debit Fraud Filter on your bank account, you must 

contact your financial institution to add the Nebraska Department of Revenue’s 

company ID to your list of authorized companies –  

otherwise the bank will return the payment as an unauthorized debit. 
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After you have verified that all entered information is correct, 

click on the “Save/Next” button. 
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If the payment entered is for an amount different than the total balance 

due, a message will pop up to verify the payment amount. If the 

amount is correct, click on “OK.”  

If the amount is not correct, click on “Cancel” and correct the amount. 
57 

Index 



Next, the “Income Tax Withholding Summary” screen will be displayed.  
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• Verify all the information again. 
 

• Double-check the scheduled payment amount and date. 
 

• Read the paragraph at the bottom of the page. 
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• Click on “File Return” to actually transmit the information to the 

Department of Revenue and to receive a “Reference Number.”   
 

• If you do not receive a “Reference Number,” the return has not been filed. 
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The next page that comes up is the “Payment Options” page. 
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• This page shows the amount due and that a payment has been scheduled to 

be debited from your account on February 3, 2016. 
 

• The area in the middle of the page provides Department contact information 

and the payment cancellation policy. 
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• The bottom section shows “Your Reference Number” and the date and 

time your return was submitted. 
 

• If the reference number contains an “R,” the return was submitted without 

a payment.  If the reference number contains a “B,” the return was 

submitted with a payment. 
 

• If you wish to print, save, or view the completed return, click on “Create 

PDF to Print or Save.” 
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• The PDF will show the completed form. 
 

• The filing information in the upper right corner of the return shows the 

“Reference No.,” and “Date Filed,” if any payment was scheduled, as well as 

the date the payment is due to be paid. 
 

• The $1,000.00 missing payment information is located below line 7 of the form. 
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Close the PDF after you have printed or saved the form to your computer. 
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You have now completed your return and scheduled an EFW payment. 

You can click “Exit” to sign out of the system. 
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To make a payment using a method other than EFW, while you are still filing 

your return, click on the circle in front of “Use ACH credit, credit card, paper 

check, or other payment method.” 

Click on this circle 

to choose a 

payment method 

other than EFW. 
Notice the scheduled 

payment amount and  

date are now blank. 
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Click on the “Save/Next” button. 
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The “Income Tax Withholding Summary” page will display. 
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• Verify all the information again. 
 

• Remember to make your payment for the balance due. 
 

• Read the paragraph at the bottom of the page. 
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• Click on “File Return” to actually transmit the information to the Nebraska 

Department of Revenue and to receive a Reference Number.   
 

• If you do not receive a Reference Number, the return has not been filed. 
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Note: The “R” in the reference number indicates only the return 

was filed. If the EFW payment had been set up while filing the 

return there would be a “B” in the reference number.  

• If you did not make an EFW payment while in the filing program, you still 

have other Electronic Payment Options available. 
 

• Click on the first link to review those options. 
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• The “Electronic Payment Options for State Taxes” page will be displayed. 
 

• A description of each option is available by clicking the link at the top of the page. 

Each option has additional information and instructions once you click on the box. 
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Note: A $100 penalty for non-compliance will be imposed if 

mandated electronic payments are not made electronically. 

• If you are not mandated to pay electronically, you can print out a payment 

voucher to mail with your check or money order. 
 

• If you are mandated to pay electronically, the option to print a payment 

voucher will not be displayed. 
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• The “Nebraska Income Tax Withholding Payment Voucher” is the 

next screen to appear. 
 

• If you send your payment by mail, be sure to include a payment voucher 

so the payment is properly credited to the correct account and tax type. 
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• Clicking on the “Would you like to change this return?” link will allow you 

to cancel the filing of the return and begin the return again. 
 

• This function is available until 11:59 p.m. central time on the timely filed date. 
 

• If you restart the return, you must submit the return and receive a new 

reference number, or you return will not be filed for the tax period restarted.  
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• If you scheduled an EFW payment when completing the original 

return, a message will appear if the payment will be cancelled when 

you restart the return. 
 

• If the payment request has already been sent to your financial 

institution, it will not be possible to cancel the payment. 
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• Receive notification of changes to our website using the 

free web-based email subscription system. 
 

• Set up a profile – enter your email address, optional 

password, and select the topics of interest.  
 

• You can change your profile at any time by adding or 

deleting topics, changing the frequency of email alerts, or 

changing your email address. 
 

• No special software – all you need is a valid email 

address and an Internet browser! 
 

Try it out! 

Powered by 

Subscription Service 

Index 
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Thank you for viewing our demo! 
 

For information about  

NebFile for Business  

or Income Tax Withholding, see 

revenue.nebraska.gov 

or  

contact the Department at 

800-742-7474 (NE and IA)  

or 402-471-5729 
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